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Preface

This Guide is designed for use by those who prepare U.S. Army Engineer
Research and Development Center (ERDC) (Waterways Experiment Station)
reports for publication. The Guide establishes procedures for ensuring uniformity
of certain features common to all reports while permitting flexibility in the presen-
tation of the technical subject. Matters requiring uniform treatment are clearly
indicated throughout the Guide. Suggestions for good practice in the presentation
of data and text material are included to assist the author in producing a clear,
concise, well-organized report. Comments and suggestions for changes are
welcome and should be addressed to CEERD-IM-VP.

The Guide was prepared in accordance with Army Regulations 25-30 and
70-31, and American National Standards Institute Publication Z39.18-1995. It
supersedes Waterways Experiment Station Instruction Report ITL-93-1, dated
January 1993. The ERDC publishing guidelines are implemented by Center
Regulation 25-30-1; the provisions of CR 25-30-1 are mandatory for ERDC
in-house and contractor-prepared technical information reports. This edition
completes the transition to electronic publishing.

Permission to use the copyrighted material from 4 Style Manual for Technical
Writers and Editors was obtained from the Macmillan Company.

The Guide was compiled by members of the staff of the Publishing Group,
Visual Production Center (VPC), Information Management Division (IMD),
Information Technology Laboratory (ITL), ERDC, under the direct supervision of
Ms. Jamie W. Leach, Chief, Publishing Group, and Mr. Robert A. Baylot, Jr.,
Chief, VPC, and under the general supervision of Mr. Timothy D. Ables, Acting
Director, ITL. The painstaking efforts of staff members who participated in the
preparation of the Guide are gratefully acknowledged.

Dr. James R. Houston was Director of ERDC during the updating of the
Guide. COL James S. Weller, EN, was Commander.

The contents of this report are not to be used for advertising,
publication, or promotional purposes. Citation of trade names does
not constitute an official endorsement or approval of the use of such
commercial products.



1 Introduction

Purpose of Engineer Research and Development
Center (ERDC) Reports

ERDC reports constitute important end products of technical investigations
and provide a formal record of data collected, results obtained, and analyses
performed. As such, these reports should describe the investigations and the
information obtained in a lucid and well-organized manner and in language easily
understood by the intended audience. Reports should clearly communicate what
was done and what was learned in relation to the purpose for which the investi-
gations were initiated.

Some reports are prepared for general information purposes rather than to
satisfy a particular requirement. Such reports usually are used to disseminate
information of interest to other laboratories or offices, educational institutions, and
the scientific and engineering community at large.

Other reports are written primarily to provide a permanent record of data and
results for the investigating office and sponsor. Although these reports receive
limited circulation, they should be complete and descriptive if they are to be of
any future use.

In addition to disseminating information, technical reports encourage the
exchange of information and technology with other research organizations in the
scientific and engineering community.

Whatever their purpose, reports that are well written, organized, and repro-
duced can establish a highly favorable impression on the intended audience.
Therefore, the mechanics of writing, preparing, and publishing reports can be
most important to ERDC’s professional image and reputation.

This Guide is applicable to the ERDC laboratories that formerly comprised
the Waterways Experiment Station.

Chapter 1 Introduction



Factors Influencing Content and
Format of ERDC Reports

The content of a report and the manner of presenting data are influenced by
sponsor requirements and the ultimate readership. In general, a report that will
reach a wider audience should be more comprehensive in detail than one with a
limited audience. However, the main text of reports should not be burdened with a
mass of detailed data. If the author desires to include a large amount of data, it
should be presented in an appendix.

The text of a report prepared for record purposes only or for limited distribu-
tion need not be as carefully edited, and the tables and illustrations need not be as
mechanically perfect, as those of a report prepared for broad distribution. ERDC
authors may obtain a limited quantity (up to 100 copies) of such a report at mini-
mal expense. For record purposes, a rough report (one in which little or no editing
has been performed and in which illustrations and tables are in less polished form)
may be published by the Visual Production Center (VPC) as a numbered ERDC
report at the discretion of the director of the laboratory involved. However, the
original of such a report must be of sufficient graphic quality to permit reproduc-
tion of legible copies by VPC. These reports are not appropriate for unrestricted
Internet access.

Philosophy of Reports

When writing a technical report, the author should keep in mind two principal
requirements:

a. The report must contain all essential information needed by those who use
it but should not include nonessential information that might burden or
confuse the reader (although links may be established to Web sites where
this information is available, if electronically published).

b. The form and language of the report should be such that the information it
contains can be efficiently absorbed at the executive, planning, using, and
reference worker levels.

Compliance with the first requirement should minimize the size of a report.
Reports are frequently too voluminous, the tendency being to include any and all
available data. Which data to include or to omit varies with the report; these deci-
sions are generally made by the author. However, only a minimum of data need be
presented as long as the remainder is available for use by those interested (either
in the form of appendixes to the report or by contacting ERDC) and a statement to
that effect is included in the report.

Preparing the results of investigations for publication is the responsibility of

authors and their supervisors. Research results should be published promptly.
VPC personnel are available to assist with editing, graphics preparation,

Chapter 1
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illustration, photography, design and preparation of reproduction copy or
hypertext markup language (HTML) and Portable Document Format (PDF) files,
and other publishing processes.

Guide Contents

This Guide lists certain items that must be included in all ERDC reports,
gives the locations of these and other major elements, and outlines the types of
information to be included in some of these elements. The Guide also prescribes
ways of handling certain questions concerning format and style that confront most
authors. Grammar is discussed only briefly; instead, reference is made to com-
monly used textbooks for this type of information.

References and a bibliography for this Guide are included at the end of the
main text. Appendix A lists the preferred spelling of difficult or uncommon words
used in ERDC reports. Appendix B lists abbreviations commonly used at ERDC.
Appendix C discusses mathematical symbols and expressions. Appendix D
describes format and physical characteristics of ERDC reports. Appendixes E and
F give guidance for the use of copyrighted material and multicolor illustrations,
respectively. Appendix G provides guidance for use in preparing computer-aided
drafting graphics. An index is included as Appendix H.

Units of Measurement

Engineer Regulation 1110-1-4 (Headquarters, U.S. Army Corps of Engineers
1994) prescribes the use of SI units of measurement for all U.S. Army Corps of
Engineers (USACE) publications. However, the regulation allows the use of dual
units, i.e., SI and non-SI. Where dual units will be used, the following rules apply:

a. In text, SI units will occur first followed by the non-SI units in parenthe-
ses, e.g., 14 sq m (150 sq ft).

b. In tables, graphs, and charts, corresponding SI and non-SI units should be
presented in a combined format when the information can be presented in
a clear and concise manner. Otherwise, separate SI and non-SI tables,
graphs, and charts will be used.

Chapter 1 Introduction



2 Designation, Organization,
and Content of ERDC
Reports

Designation of ERDC Reports

The principal categories of ERDC reports (whether printed or published elec-
tronically) are as follows:

a. Technical Report. The technical report series is the normal vehicle for
reporting the results of research projects used to document a phase of
sponsored research and development that has been completed or
terminated.

b. Technical Note. Technical notes are shorter and more focused than tech-
nical reports and generally not longer than 10 or 12 pages. They may
contain:

(1) Synopses of projects.

(2) Interim reports describing the early phases of a project (i.e., before
there are enough results for a technical report).

(3) Spin-off results of a research project (i.e., interesting results that
should be reported but that are not significant enough for a technical
report).

¢. Miscellaneous Paper. This category is for journal articles, conference
papers, book chapters, or other shorter works that are published outside of
ERDC. The purpose of the category is to track these publications and to
ensure that the Research Library receives copies.

d. Contract Report. Contract reports are those prepared solely by non-ERDC
authors under contract.

e. Letter Report. This category is designed for reports to sponsors written by
ERDC researchers. These reports can vary from one-page letters to multi-
volume reports. They are to be edited or disseminated only by special

Chapter 2 Designation, Organization, and Content of ERDC Reports



arrangement. A letter report should become a technical report if publi-
cation is desired. The purpose of the category is to track these publi-
cations and to ensure that the Research Library receives copies.

f Special Report. This is a catch-all category for reports that do not fit
elsewhere. Examples include:

(1) Conference proceedings.

(2) Instruction reports.

(3) Data reports.

(4) Computer program listings.

(5) Literature reviews or bibliographies.

g Monograph. Monographs are reports on the state of the art in a particular
narrow field. They are a comprehensive, thorough, major piece of work,
rather than a report on a particular research project. This category is to be
used rarely.

h. Brochure. Brochures are short, one-of-a-kind publications generally
intended for informational or promotional purposes, rather than reporting
of technical research results.

The numbering system to be used depends on the level of the report.

a. ERDC-level report.

(1) An ERDC-level report is one prepared under an ERDC work unit,
with cited authors from more than one ERDC laboratory. ERDC-
level reports will all have a consistent cover design that represents all
of the ERDC.

(2) ERDC-level report numbers will be composed of the organization
abbreviation, “ERDC,” the abbreviation for the report’s category, the
abbreviation for the calendar year, and a sequential number denoting
publication order within the report category (without leading zeros),
e.g., ERDC TR-00-1.

b. Laboratory-level report.

(1) A laboratory-report is one prepared under an ERDC work unit, with
at least one cited author from an ERDC laboratory, but with no
authors from other ERDC laboratories. Contract reports fall into this
category. Laboratory-level reports will have standardized features
that reflect the ERDC image but may also have unique cover
graphics representing the appropriate laboratory or project.

(2) ERDC laboratory-level report numbers will be composed of the
organization abbreviation, “ERDC,” the organizational abbreviation
for the laboratory, the abbreviation for the report’s category, the

Chapter 2 Designation, Organization, and Content of ERDC Reports



abbreviation for the calendar year, and a sequential number denoting
publication order within the report category, e.g., ERDC/CHL
TR-00-1.

Abbreviations for the report categories are as follows:

Technical Report TR
Technical Note TN
Miscellaneous Paper MP
Contract Report CR
Letter Report LR
Special Report SR
Monograph M
Brochure B

Components of Reports

American National Standard Z39.18-1995 (American National Standards
Institute 1995), “Scientific and Technical Reports - Elements, Organization, and
Design,” prescribes the principal components of technical reports. These compo-
nents must be included, if applicable, in all ERDC technical reports, miscella-
neous papers, and instruction reports except those sponsored by other agencies
that require that their own specified formats be followed. The principal compo-
nents of a ERDC report are listed below in the order in which they should be
presented. Some reports may not contain all of them, as discussed in subsequent

paragraphs.
a. Front cover.
b. Title page.
c. Preliminaries, i.e., contents, preface, key, summary.
d. Main text or body of the report.
e. References and/or bibliography.
f llustrations and tables (Sequence is: figures, tables, photos, plates).
2. Appendixes.
h. Notation (last appendix).
i. Index.
J. Distribution list (if required by sponsor).

Chapter 2 Designation, Organization, and Content of ERDC Reports



[ Standard Form (SF) 298.

m. Back cover.

Cover

Front cover (outside)

The outside front cover of every ERDC report will include the following
items:

a. Castle symbol (logotype as approved by the Chief of Engineers).
b. Report designation and number.

c. Publication date (month and year when report is posted on Internet or
printed).

d. Title of report.
e. Name of author(s).
/. Distribution statement.

In addition to these items, classified reports will also show the report and title
classification and the declassification/downgrading schedule. Classified reports
will not be posted on the Internet.

One of the seven primary distribution statements shown inwill be
included on the front cover of all reports as required by Department of Defense
(DoD) Directive 5230.24 (DoD 1987). The statement will remain in effect until
changed or removed by the controlling DoD office. Statements A and X cannot be
used on classified documents. Only reports carrying Statement A will be posted
on the Internet with unlimited access. All information on Internet web servers
must be publicly releasable, nonsensitive, and noncritical, according to Station
Regulation 25-1-20.

resent examples of covers for ERDC-level reports, laboratory-
level reports, and a classified report, respectively. In the interest of projecting and
reinforcing the corporate identity of ERDC, departures from the standard cover
design are discouraged.

Front cover (inside)

The inside of the front cover of all reports will carry instructions on such
matters as report disposition instructions and use of trade names.

Chapter 2 Designation, Organization, and Content of ERDC Reports



[ Statement A: Approved for public release;

distribution is unlimited.

Statement B: Distribution authorized to

U.S. Government agencies only; (fill in reason);
(date). Other requests for this document will be
referred to (insert controlling DoD office).

__ Foreign Government Information
__ Proprietary Information

___Test and Evaluation

__ Contractor Performance Evaluation
___Administrative or Operational Use
__Software Documentation

___Specific Authority (identification of valid
documented authority)

Statement C: Distribution authorized to

U.S. Government agencies and their contractors
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WARNING— This document contains technical data whose export is restricted
by the Arms Export Control Act (Title 22, U.S.C., Sec 2751 et seq.) or
Executive Order 12470. Violations of these export laws are subject to severe
criminal penalties.

b. Trade names. ERDC reports should not contain material that may be
construed as advertising or that implies that the Government endorses or
favors a proprietary product or service manufactured or provided by a
specific supplier. Sometimes, however, it is essential that trade names or
names of manufacturers of materials or equipment be given (under the
assumption that certain parts of the report are meaningless without them,
or that a description included to avoid use of the trade name would be
excessively long and involved). All reports will contain a notice on the
inside front cover and in the lower left corner of the Preface that reads as
follows:

The contents of this report are not to be used for advertising,
publication, or promotional purposes. Citation of trade names
does not constitute an official endorsement or approval of the use
of such commercial products.

Back cover (inside)

The inside back cover of ERDC reports may be used to include lists of associ-
ated reports, lists of committee members, if appropriate, and similar information.
The inside of the front cover may also be used for this purpose if there is suffi-

cient space.

In addition, all printed unclassified, unlimited reports (distribution state-
ment A) will be marked as follows:

Destroy this report when no longer needed. Do not return it to the
originator.

Back cover (outside)

The outside back cover of printed ERDC reports is reserved for use in
labeling and distribution.

Title Page
The title page will include the following:

a. Name of research program, if applicable.
b. Report designation and number.

c. Publication date (month and year when report is sent to printing or posted
on the Internet).
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d. Title of report.
e. Name of author(s).
Name and address of performing organization.

Type of report (interim, final, report in a series, etc.).

= S

Distribution statement.

Name and address of sponsoring agency.

~.

J. Contract, project, subtask, and work unit numbers (when appropriate).

k. Name and address of monitoring agency (when appropriate).

Preliminaries

Order

The preliminary pages or sections usually included in ERDC reports will be
arranged in the following order.

a. Contents. A list of figures and/or a list of tables may be included in the
contents when five or more tables and/or figures are integrated in text. If
figures, tables, or other such items are grouped after the main text, the
total number of each should be shown in the contents.

b. Preface.

c. Key.

d. Summary.
Content

Table of contents. A table of contents will be included in reports that are of a
length and complexity that its inclusion will aid the reader. The table of contents
will contain the exact titles and page numbers of all the preliminaries and of all
first- and second-level headings in the main report and in the appendixes.
Additional levels of headings may be included in the table of contents at the
author’s discretion. The contents of this Guide is an example showing headings to
the third level. The table of contents for reports posted on the Internet should be
hot-linked.

Lists of figures and tables. If lists of figures and/or tables are used, the
entries will be arranged in numerical order, and their captions or titles and page
numbers will be given. If a figure has a long descriptive title, only a portion will
be given.contains examples of such lists. The lists of figures and tables
for reports posted on the Internet should be hot-linked.
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Preface. A preface will be included in all ERDC reports. The preface should
be used to present information that must appear in the report but which is irrele-
vant to and would detract from the technical text. The preface will include such
information as authorization, pertinent dates, names of ERDC and other personnel
who actually participated in or made a technical contribution to the investigation
or report, author(s), ERDC supervisory personnel, and any items required for
record or acknowledgment purposes. Acknowledgments of work routinely per-
formed by support personnel (e.g., editors, typists, and illustrators) are ordinarily
not included. If copyrighted material has been quoted or reproduced, the preface
will include a statement declaring that permission to use the material has been
obtained.

Key. A key lists designations and names of proprietary products and/or
equipment that should not be mentioned by name in text. When a report describes
tests or evaluations of specific materials or types of equipment, the author may
want to be very restrictive in the use of trade names or names of the manufac-
turers. In such cases, the materials or equipment will be referred to in the text as
“Product A,” “Device B,” “Sample RCD-1,” etc., and the designations will be
identified in a key. Usually, the key will be printed on cherry (red) paper, and it
will not be bound in the report but will be hand-inserted in the copies of the report
distributed to persons qualified to receive the key. The author will indicate which
recipients should receive the key. For identification purposes, the key will bear the
report number and title at the top of the page. [Figure 7]is an example of a key.

Technical Report ERDC/SL TR-00-1
Effects of Temperature on Moist-Curing of Concrete

Key

Manufacturer Symbol Product

Lone Star Cement Co. RC-572 and RC-579 Portland cement, type Il
Spocari, AL

North American Cement Corp. RC-555(2) Portland cement, type Il
Alsen, NY

Bessemer Limestone and RC-550(2) Air-entraining Portland
Cement Co. blast-furnace slag cement,
Youngstown, OH type IS

Century Cement Co. RC-573 Air-entraining natural
Rosendale, NY cement, type NA

Figure 7. Example of a key

Sometimes an author may choose to use a key for the sake of simplicity or
brevity only. In such cases, it will be included in front of the main text or
summary. For reports posted on the Internet, the key will be distributed (either
electronically or via e-mail) only to persons qualified to receive the key.
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Summary. A summary may be included in a report at the author's discretion.
The summary should be an informative synopsis of the main body of the report,
not merely a statement of the results and conclusions, nor a listing of what the
report contains. It should describe in a brief, coherent form why the work was
done (the problem); the specific purpose or objective of the study; the scope of the
work, if pertinent; what was done (experimental methods or investigational means
used); what was learned (results and conclusions); and recommendations made.
The summary necessarily repeats information from the body of the report, but it
should never contain information not given in the body of the report. It should be
no longer than one or two pages and should not contain illustrations, tabular
material, or references.

Main Text

The main text or body of the report should describe and discuss in a techni-
cally complete manner investigation procedures and results. The body of the
report will normally have the following major subdivisions:

a. An introduction.

b. A description of the test apparatus, materials, and procedures (for an
experimental study).

¢. A description and discussion of what was done and of the information or
results obtained.

d. An analysis or interpretation of the results or findings.
e. Conclusions and recommendations.

Sometimes one subdivision is so brief that it can be combined with another.
The author should not include a subdivision that tells little or nothing, or is repeti-
tious, just to follow a preconceived outline.

Introduction

The introduction usually contains background information that the reader
needs to understand the rest of the report. It may include (a) the problem
addressed by the investigation being reported, (b) the history or theory behind the
investigation, (¢) mention of other reports or investigations on the subject, (d) the
specific purpose or purposes of the investigation, (e) the scope of the investiga-
tion, (f) the reason for selecting the method of investigation, (g) definitions of
specialized terms, and (h) a description of the plan and content of the remainder
of the report, which is usually necessary only when the report is long and
complicated.

The introduction should be written to attract and hold the attention of the
reader. To do this, the author should reduce background material to pertinent facts
necessary for an understanding of the problem that led to the investigation,
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making sure that the material is presented as succinctly as possible. For example,
in a report of a model study of a navigation structure on the Warrior River, it is
not necessary to present the history of navigation on that river. The particular
structure should be pinpointed with an explanation of why the model is to be
built. A good introduction is essential to a good report, and it should be as
carefully written as any other section.

Description of study

When preparing the description of the test equipment and materials and the
narrative of tests and results, the writer should ensure that these sections are
developed in a logical manner, that emphasis is properly placed, and that the
material is so arranged that needless repetition is avoided. For example, instru-
ments, equipment, and processes that are very likely known to the majority of
readers or for which descriptions are readily available in the literature need not be
described in detail; sometimes a footnote telling where a description can be found
is helpful.

The information or results obtained may be presented either along with the
various experiment or investigatory phases or in a separate section following the
narrative of each major phase. If a separate section is used, the author should be
careful to avoid repetition of the description of the experiments. In a long report
involving many experiments or phases, a summary of all results may be useful in
reviewing and emphasizing the most important findings for the reader.

Analysis

A separate section should be devoted to the analysis or interpretation of
results to provide a clear and logical approach to the conclusions. However, in a
short report, the results or findings may be analyzed or interpreted as they are
introduced, thus eliminating the need for a separate section. In all instances, the
author should follow a scientific approach in the presentation of results. The
author should analyze all results and give reasons for placing more importance on
some than on others. In addition, the data must be presented objectively, offering
the reader an impartial viewpoint. All of the facts should be explained, including
the reasons for using certain information while discarding other data.

Conclusions and recommendations

Conclusions and recommendations must be supported by material included in
the text. In writing the conclusions, the author should bear in mind the purposes of
the investigation to ensure that they have all been covered in some way, even if
negatively. Besides specific conclusions, a discussion of additional work needed
to expand the knowledge obtained in the investigation may be included in this
section.
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Sometimes it is better to present recommendations separately since they tend
to limit application of the conclusions to one specific problem when they are pre-
sented with the conclusions, whereas the findings may be useful in solving other
types of problems. In some cases, very general recommendations for application
of the findings may be made and an example of such an application included.

References to Source Material

If four or fewer literature references are cited in the body of the report, the
citations will be included as footnotes keyed to the appropriate portion of the text.
If five or more citations are used, they will be grouped in a “References” section
at the end of the main text. If it is desired to list pertinent literature that is not
referred to in the text, such entries will be in a “Bibliography.” The bibliography
will be located after, or in place of, the references section following the main text.
A combination of two of the methods of citing source material may be used. For
example, footnotes for three cited references may be used together with a bibli-
ography, or a references section may be used in conjunction with a bibliography.

In general, the references or bibliography should contain only documents that
are unclassified. While it is not preferred, ERDC internal working documents may
be included in the References or Bibliography so readers may readily access them.
Bibliographic material for classified references can be listed in ERDC unclassified
reports that are restricted by means of distribution statement B. However, these
reports will not be given unlimited Internet access. The references or bibliogra-
phy should not list correspondence or interoffice or intraoffice memoranda that
are not suitable for loan. The author may acknowledge material not suitable for
loan in the preface or in a footnote. Personal communications should be refer-
enced in the text only with the following parenthetical statement:

(Personal Communication, 17 May 1995, Jack Way, Civil Engineer,
U.S. Army Engineer Waterways Experiment Station, Vicksburg, MS.)

Bibliographic material for classified references will not be listed in ERDC
unclassified reports for unlimited distribution, i.e., those reports covered by distri-
bution statement A. If it is considered essential to cite a classified reference in an
unclassified report marked with statement A, the following statement will be used:

(Classified reference. Bibliographic material for the classified reference
will be furnished to qualified agencies upon request.)
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lllustrations and Tables
lllustrations

Good illustrative material in the form of computer graphics, maps, drawings,
or photos is a highly effective means of presenting information. Illustrations
should be carefully selected and prepared to ensure that they accomplish their
intended purpose. They should reinforce and augment text descriptions or tabu-
lations but generally should not duplicate data and/or descriptive matter also given
in detail in the text or in tables.

Only those computer graphics, maps, drawings, or photos that illustrate the
main points or features of a study should be presented. The remainder of the illu-
strative material can be placed in a separate appendix that might be furnished to
the sponsor, if requested, and those other readers interested in the detailed data.
Guidelines for illustrations are presented in Appendix G.

Tables

Tables are an effective means of presenting numerical data. However, long
tabulations in the body of a report detract from its readability. Two means of
avoiding long tables while still utilizing the effectiveness of tabular material are as
follows:

a. Place excerpts from long tables in the text, and group the complete tabu-
lations at the end of the report.

b. Break up the long tables into several short tabulations that can be more
easily interpreted, and insert them in appropriate locations in the text.

Table format is illustrated in Appendix D.

Appendixes

Appendixes may be posted on the Internet with the main report, or, in the case
of printed reports, bound with the main report or published later to add supple-
mentary information acquired after the main report was issued. Appendixes
should be arranged in a logical order and must be referred to in the main text.

Some of the types of material that may be included in appendixes issued
simultaneously with the main report are as follows:

a. lllustrations or tables that are not necessary to an understanding of the
main report or have been abstracted in the body of the report.

b. Detailed descriptions of methods or apparatus.
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g.

Descriptions of rejected methods or tests that should be included for
record purposes.

Theoretical analyses and mathematical derivations that are used but need
not be explained in the body of the report.

Samples of forms, data sheets, etc.
Sample calculations.

Plans or recommendations for future action.

Some of the types of material that can be published later to supplement the main
report are as follows:

a. Data from tests conducted after completion of the investigation as a result
of a technological breakthrough.
b. Data from tests conducted as a result of a recommendation made in the
earlier investigation.
Notation

A notation is a listing of characters, symbols, or abbreviations used to express
technical facts or quantities, e.g., 4 = area, D = diameter, ¢ = time. If symbols
and/or unusual abbreviations are numerous, they will be listed and defined in a
notation (see sample on For ease of reference, the notation will be the
last appendix in a report. At the first mention of the first symbol or abbreviation
to be included in the notation, the following footnote should be added:

! For convenience, symbols and abbreviations are listed in the notation
(Appendix ).

Index

In an extremely long or involved report, an alphabetical index may be
included for ease of reference. The index should be as complete as the nature of
the report and probable usage requires. The index to this Guide is an example.

Web Publishing

ERDC reports will be posted on the Internet unless security and/or legal con-
straints prevail. Classified reports, because they cannot be posted on the Internet,
will continue to be printed.

For reports to be published in hard copy form, VPC compiles and maintains
computerized distribution lists and will assist authors and/or program managers in
developing new distribution lists upon request. Numerous standard lists (e.g.,
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Concrete Research, Wave Dynamics, and Soil Mechanics) are maintained. For
each ERDC report, the author should carefully review the established (or pro-
posed) distribution list to ensure that all interested agencies will receive copies as
well as to eliminate agencies not interested in the information reported.

Army Regulation (AR) 25-30 (Headquarters, Department of the Army 1989)
requires that all distribution lists be updated annually. The names and addresses of
individuals or organizations not expressing an interest in remaining on the mailing
list will be eliminated.

VPC will furnish copies of all reports to the Defense Technical Information
Center (DTIC). DTIC will accomplish subsequent or secondary distribution of
the reports as follows: (a) unlimited distribution reports will be made available to
the National Technical Information Service for sale to the general public, and
(b) limited distribution reports will be distributed subject to the limitations
imposed by the sponsoring agency. Copies of ERDC reports will also be placed in
the ERDC Research Library.

A copy of the distribution list will not be included in ERDC reports unless
specifically requested by the sponsoring agency. If included, it will be the last
item in the text prior to the Standard Form 298.

Report Documentation Page,
Standard Form 298

A completed Standard Form (SF) 298, Report Documentation Page, will be
included as the last page in each ERDC report. The form is filled out by VPC in
accordance with information furnished by the author. Normally, it is completed
when the final draft of a report is prepared and is submitted for approval with the
final draft. An example of a completed form is shown in[Figure 8] The author will
prepare an abstract for completing Block 13. The abstract should be an informa-
tive synopsis of the report. The subject terms (key words) to be included in
Block 14 are for cataloging purposes. They may be technically meaningful terms
or short phrases that identify the principal subjects covered in the report, or they
may be equipment model designations, trade names, military project code names,
or geographic locations. If the author does not choose to supply the subject terms,
VPC will refer the report to the ERDC Research Library for this purpose.
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4302. Respondents should be aware that any other ision of law, no person shall be subject to any penalty for failing to comply with a collection of information if it does not display a currently
valid OMB control number. PLEASE DO NOT RETURN YOUR FORM TO THE ABOVE ADDRESS.
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14. (Concluded).

The statistics of precipitation frequency analysis and some of the pitfalls in using site-specific and regional data are discussed.
Analyses of regional precipitation patterns are probably sufficient when observations of hydrology are not quantified. Personnel
engaged in projects requiring quantification of onsite hydrology, however, should gather precipitation data on or close to the site on a
daily basis. Daily data not gathered from official NWS stations should be compared with daily records from stations included in the
WETS Tables network. These analyses should then be superimposed on the long-term patterns available from Web sites reporting
regional analyses of climate divisions.

Figure 8. (Concluded)
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3 Format and Style

“Format” is the general makeup of the report and involves such items as page
size and numbering, typography, layout, systems of headings, arrangement of
tables and illustrations, and arrangement of lists of references or bibliographies.
Sample pages of ERDC format are given in Appendix D. “Style” is the plan
followed in dealing with such details as spelling, capitalization, punctuation, and
abbreviations.

Format for Preliminaries and Main Text
Page numbering

The first page after the cover in each ERDC report will be the title page. It
will be counted as page i but will not bear a page number. All preliminary pages
will be numbered consecutively at the bottom of the page and on the outside
margin in lowercase Roman numerals. Main text pages will carry Arabic num-
erals. For reports published in hard copy form, odd-numbered pages will be
right-hand pages, and even-numbered pages will be left-hand pages. Both sides of
the page will be used to the extent practical. However, each appendix will begin
on a new right-hand page. A page requiring folding will be a right-hand page, and
the back of a foldout page will be counted in the page numbering even though it is
blank.

The pages used for illustrations or tables within the text are numbered if the
illustration or table does not occupy the entire area available for printed or typed
matter. If there is no space for the page number, it is omitted but the page is
counted. When tables or illustrations follow the main text in a group, page
numbers are not used.

Paragraph numbering

Paragraphs of the report are not numbered. Subparagraphs are preceded by a
lowercase italicized letter followed by a period.
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Headings

Headings provide a framework for the text and signify a change in subject.
However, headings must be descriptive to be of any value; such uninformative
words as “General” or “Discussion” should not be used alone as headings. Too
many headings may detract from the text, making the narrative choppy and
repetitious. Authors should be consistent in the use of headings and ensure that
headings of proper weight and parallel construction are used for the various
sections of a report.

The headings system for ERDC reports is illustrated by the headings used in
this Guide. The primary subdivision is into chapters. Chapters are further sub-
divided by means of second- and third-level headings. If further headings are
necessary, they take the form of paragraph, subparagraph, and sub-subparagraph
headings. There should be no second-level headings unless there are first-level
headings and no third-level headings unless there are second-level headings. Each
heading should have at least one additional corresponding heading; i.e., under a
given second-level heading, there must be at least two third-level headings or else
third-level headings should not be used under that particular second-level heading.

lllustrations

IMlustrations included in ERDC reports are generally referred to as “Figures.”
Figures are numbered consecutively using Arabic numerals and are given dis-
tinctive captions or titles; i.e., no two are the same. Figures may include engi-
neering drawings, maps, photographs, plots, artistic illustrations, and other such
illustrative materials. They are usually incorporated in the text, but when the text
of a report is very short or when many figures are to be included in the report, they
may be placed at the end of the text. The pages on which these grouped figures
are included will not be numbered.

At the discretion of the laboratory, two other designations of illustrations may
also be used, “Photos” and “Plates.” Photos are grouped at the end of the text and
generally illustrate series of test results such as flow conditions at various dis-
charges or test lane conditions after various amounts of traffic. Plates are line
drawings or plots that are grouped at the end of the text and generally consist of a
series of diagrams of the model layout or test sections, plots of test results, etc.
Like figures, photos and plates are numbered consecutively with Arabic numerals.
Photos have distinctive captions or titles just like figures; plate titles are distinc-
tive also but are titled within their borders.

Because illustrations are an important part of a report, considerable care
should be taken in their selection and/or preparation. As examples,
shows a good photograph, andhows a good line drawing suitable for
inclusion in an ERDC report. In preparing captions or titles, the author should
strive to be concise, specific, and informative while ensuring distinctiveness.
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Figure 9. Example of a good photograph
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Figure 10. Example of a good line drawing
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When possible, the author should combine several plots or curves in one illustra-
tion; this is not only more economical but also facilitates comparison of data.

Appendix G gives guidance for illustration preparation, including file exten-
sions for importing into word-processing software.

VPC can provide guidance and assistance in the form of drafting (both tradi-
tional and computer-aided), cartography, artistic illustration, and photographic
support for illustrations used in ERDC reports.

Tables

All tables, except brief listings or descriptive tabulations incorporated in the
text, will be numbered using Arabic numerals and given a descriptive title for
convenient reference. Brief tabulations are not numbered, do not have an overall
title, and are generally referred to only once.

Each column in a table must have a heading. If no common heading for all the
items in a column is possible, the table should be broken up into several tables or
several subdivisions that will permit use of headings. Units of measurement
should be shown in either the column headings or the title of the table.
is an example of a well-organized table. gives an alternate table format
designed for use in “talking tables.”

Computer program documentation

lustrative computer screens, input files (listings), output files (listings), and
program listings can be handled several different ways. Standard ERDC format
requires each illustration to be numbered and to have a unique caption. This
format is acceptable for computer program documentation but is not required.
Screens can be inserted in the text as necessary without numbering. Authors are
encouraged to save screens as TIF files so the screens can be readily incorporated
electronically into the publication.

Entries in references and/or bibliography

Entries in the references' and in the bibliography will be listed by authors in
alphabetical-chronological order. All authors will be listed. Corporate authors or
organizations will be listed from the highest to the lowest order. The in-text cita-
tion will include the author’s name and the year of the publication in parentheses
unless the reference is pertinent to the sentence. If the author’s name is a part of
the sentence, then only the year will be enclosed in parentheses. For references of
multiple authorship, use the full form of citation for one to three authors, but

' A reference section will be included only if the report uses five or more citations. If four or fewer
citations are used, they will be footnoted as they occur.

Chapter 3 Format and Style

29



Table 8

Aerator Slot Pressures, Series B

Gate Air Transducer Location
Opening Discharge
Test No. m Item' cu m/sec AR1 AR2 AR3 AR4 AR5 ARG
Gate 1
4 1.0 Max 2,655 -0.53 -0.65 -1.43 -1.45 -0.55 -0.65
Mean 2,277 -0.39 -0.48 -1.22 -1.25 -0.42 -0.48
Min 2,209 -0.25 -0.321 -0.81 -0.95 -0.28 -0.35
3 5.0 Max 4,748 -1.89 -1.75 -2.01 -2.49 -2.40 -1.96
Mean 3,980 -1.43 -1.31 -1.55 -2.03 -1.98 -1.36
Min 3,556 -1.06 -1.02 -1.22 -1.57 -1.64 -1.02
Gate 2
2 9.0 Max 5,823 -2.77 -2.70 -2.93 -3.41 -3.11 -2.81
Mean 4,614 -1.94 -1.80 -1.98 -2.49 -2.35 -1.80
Min 3,584 -1.27 -1.18 -1.20 -1.78 -1.66 -1.11
1 13.0 Max 2,655 -3.41 -1.75 -2.17 -2.15 -2.95 -2.21
Mean 2,277 -2.49 -1.31 -1.59 -1.55 -2.33 -1.59
Min 2,209 -1.78 -1.02 -1.18 -1.15 -1.91 -1.18

' Max = highest recorded discharge, most negative aerator pressure; Mean = average discharge, average aerator pressure;
Min = lowest recorded discharge, least negative aerator pressure.

Figure 11. Example of a well-organized table
Table 5
Description of Subroutines in Program MONOSUMMARY
Name Description
INPUT Queries user for input parameters
CASE Case or run number for individual test cases
HUNT Hunt's method for wavelength
SPEED Wave speed
KHCACL Nondimensional water depth ratio
GROUP Group speed
ANGLE2 Offset angle for integer number of paddles to produce desired wave direction angle
SPURIOUS Minimum wave period below which spurious waves will be generated
HSRATION Two-dimensional wave-height-to-stroke transfer function
HEIGHT Two-dimensional wave height
HTHETA Three-dimensional wave height based on effects of wave direction angle
HBREAK Maximum breaking wave height for laboratory waves

Figure 12. Example of alternate table format designed for “talking tables”
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use an abbreviated form for four or more. For example, three authors should be
cited as (Smith, Jones, and Brown 1995), but four authors (Smith, Jones, Brown,
and Green) should be cited as (Smith et al. 1995).

Essential information to be included for each entry and the manner in which it
is to be arranged are as follows:

a. Articles. Bibliographical references to articles published in periodicals
will be arranged as follows:

(M

2
3)

“4)

®)

(6)

Name of author(s) with surname preceding initials, followed by a
period.

Year of publication (in parentheses), followed by a period.

Title of article (in quotes), with only the first word and proper nouns
capitalized, followed by a comma.

Title of publication, italicized, with all principal words capitalized.
Journal or magazine titles may be abbreviated.

Volume number followed by issue number (if any) in parentheses
(e.g., “14(3)”), followed by a comma.

Inclusive page numbers (e.g., “477-79”), followed by a period.

Bennett, J. W. (1964). “The interpretation of Pueblo culture: A
question of values,” Southwestern Journal of Anthropology
12(3), 361-74.

b. Books. Bibliographical references to books will be arranged as follows:

(D

2
3)

“)

®)

(6)
(M

@®)
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Name of author(s) with surname preceding initials, followed by a
period.

Year of publication (in parentheses), followed by a period.

Chapter title in quotes, if applicable, with only the first word and
proper nouns capitalized, followed by a period.

Title of book, italicized, with only the first word and proper nouns
capitalized, followed by a period.

Name of editor, if applicable, followed by a command and the
abbreviation “ed.” followed by a comma.

Edition number, if necessary (e.g., “1st ed.”), followed by a comma.

Name of publisher in shortened form (e.g., “Macmillan” not “The
Macmillan Company™), followed by a comma.

Publisher’s location, followed by a comma.



(9) Inclusive page numbers (e.g., “6-107), if applicable, followed by a
period.

Stockwell, R. P., Smith, P. A., and Turner, J. K. (1980). “The
outline.” The major structures of English. J. Smith, ed., 1st ed.,
Holt, Rinehart & Winston, New York, 6-8.

Technical reports, pamphlets, etc. Bibliographical references to technical
reports, pamphlets, etc., will be arranged as follows:

(1) Name of author(s) with surname preceding initials, followed by a
period.

(2) Year of publication (in parentheses), followed by a period.

(3) Title of report or pamphlet in quotes, with only the first word and
proper nouns capitalized, followed by a comma.

(4) Designation and/or number of report or pamphlet, followed by a
comma.

(5) Name of publisher, followed by a comma. (If the publisher is the
same as the author, it is not necessary to repeat the name.)

(6) City and state in which the volume was published, followed by a
period.

(7) For an internal working document or similar unpublished document
cited in the references or bibliography, include a parenthetical
statement of its availability, e.g., “(Copies can be requested from
U.S. Army Engineer Research and Development Center, ATTN:
CEERD-ER-R, 3909 Halls Ferry Road, Vicksburg, MS
39180-6199.).”

Leggett, M. A., Pace, M. E., Lyles, F. C., and Abraham, K. (2000).
“Reliability and stability assessment of concrete gravity struc-
tures (RCSLIDE): User’s guide,” Technical Report ERDC/ITL
TR-00-2, U.S. Army Engineer Research and Development
Center, Vicksburg, MS.

Transactions or proceedings. Bibliographical references to transactions or
proceedings will be arranged as follows:

(1) Name of author(s) with surname preceding initials, followed by a
period.

(2) Year of publication (in parentheses), followed by a period.

(3) Title of article in quotes, with only the first word and proper nouns
capitalized, followed by a period.

(4) Title of the transactions or proceedings, italicized, with only the first
word and proper nouns capitalized, followed by a period.
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(5) Location of conference or symposium and inclusive dates followed
by a period.

(6) Name of proceedings editor, if applicable, followed by a comma and
the abbreviation “ed.,” followed by a comma.

(7) Name of the society or name of the publisher, followed by a comma.
(8) Publisher’s location, followed by a comma.
(9) Inclusive page numbers, followed by a period.

Chave, K. E. (1981). “Skeletal durability.” Approaches to
paleoecology. Eight Annual Symposium on Paleoecology, New
Orleans, LA, 21-23 July 1981. J. Imbrie and N. Newel, ed.,
Wiley, New York, 377-87.

e. Theses or dissertations. Bibliographical references to theses or disserta-
tions will be arranged as follows:

(1) Name of author(s) with surname preceding initials, followed by a
period.

(2) Year of publication (in parentheses), followed by a period.

(3) Title of thesis or dissertation in quotes, with only the first word and
proper nouns capitalized, followed by a comma.

(4) Identification of degree (e.g., “Ph.D. diss.” or “M.S. thesis”), fol-
lowed by a comma.

(5) Name of university, followed by a comma.

(6) City (and state if necessary) in which the university is located, fol-
lowed by a period.

Smith, J. G. (1980). “The theory of sunspots,” Ph.D. diss., Uni-
versity of California, Berkeley.

f. Computer software. Bibliographical references to computer software will
be arranged as follows:

(1) Name of author(s) with surname preceding initials, followed by a
period.

(2) Year of release (in parentheses), followed by a period.

(3) Title of computer program in quotes, with only the first word and
proper nouns capitalized, followed by the words “computer pro-
gram” in parentheses and a comma.

(4) Specifics of the program (e.g., “IBM-PC, 4 disks”), followed by a
comma.
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(5) Name of developer or publisher, followed by a comma.

(6) City and state in which program was developed, followed by a
period.

Roberts, J. T. (1989). “GATES, A computerized revision program”
(computer program), IBM-PC, U.S. Army Engineer Research
and Development Center, Vicksburg, MS.

g. Internet references. Bibliographical references to information found on
the Internet should be cited as follows:

(1) Bruckman, A. “Approaches to managing deviant behavior in virtual
communities,” ftp.media.mit.edu pub/asb/papers/deviance-chi94
(4 Dec 1994 (this is the date the author accessed the site)).

(2) Burka, L. P. “A hypertext history of multi-user dimensions.” MUD
History. http://www.ccs.neu.edu/home/lpb/mud-history.html
(5 Dec 1994).

(3) Gomes, L. “Xerox’s on-line neighborhood: A great place to visit.”
Mercury News, 3 May 1992. telnet lambda.parc.zerox.com 8888,
@go #50827, press 13 (5 Dec 1994).

(4) Quittner, J. “Far out: Welcome to their world built of MUD.”
Newsday, 7 Nov 1993. gopher /University of Koeln/About
MUDs, MOOs and MUSE:s in Education/Selected
Papers/newsday (5 Dec 1994).

Format for Appendixes

Appendixes in ERDC reports will be designated by capital letters (Appen-
dix A, Appendix B, etc.). Each appendix will have its